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Ref:  NAVPGSCOLINST 4650.4E 
 
Enclosures: (1) Travel Request Form 
  (2) Fund Cite Authorization Form – Outgoing  
  (3) Temporary Additional Duty Travel Orders (Form 1320)  
  (4) Request and Authorization for TDY Travel of DoD Personnel 

     (Form 1610) 
 
 
BACKGROUND: 
 
Fund cites are issued by a command when paying for the travel of a DoD traveler 
from another command.  The fund cites can be incoming to a command or 
outgoing from a command.  
 
POLICY:  Travelers and travel arrangers can consult the Joint Travel 
Regulations, the Foreign Clearance Guide, and NPS Security guidelines for 
policies governing fund cites.   
 
Typically, the travel arrangements are made by the permanent duty station of 
the traveler.   The voucher should be filed at the same command that makes the 
arrangements, unless the activity is non-Navy.  If this is the case, then the 
voucher should be returned to NPS for processing.  Instructions on the fund cite 
regarding the filing of vouchers should be followed. 
 
 
PROCEDURES: 
 
There are two kinds of fund cites:  outgoing and incoming.  There are 
different procedures for each of the them. 
 
Outgoing fund cites (when NPS is paying for travel for DoD personnel 
by issuing a line of accounting).  Typically, the arrangements are made 
and the voucher is filed at the other command. 
 
 

1. The person requesting travel should provide the travel arranger with the 
following information:  name of traveler, social security number, grade or 
rank, telephone and fax numbers, email address, address of command, 
dates of travel, and purpose of travel.   See Attachment 1. 

2. The travel arranger should prepare a cost estimate for the trip, including:  
transportation, per diem or Actual Subsistence Expense Allowance (AEA), 
rental car, registration fees, and any other miscellaneous expenses such 
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as parking, mileage to the airport, authorized business calls.  It is common 
to use the language “Cost Not To Exceed (the estimate)” on the fund cite. 

3. The cost estimate should be forwarded to the appropriate department 
funds authorizer (Administrative Support Assistant or Sponsored Programs 
Financial Analyst) for assignment of a document number and then 
returned to the travel arranger.   

4. The travel arranger should prepare a Fund Cite Authorization form and 
email it to Supervising Analyst, Reimbursable Research Section (or 
appropriate Comptroller analyst) for processing and Comptroller 
approvals.  Any additional comments or exceptions, including dollar limits, 
should be noted on the form.  See Attachment 2. 

5. After all approvals have been secured, the completed, approved Fund Cite 
Authorization should be sent to the traveler at the other command.  The 
travel arranger should also make sure that the funds reviewer has a copy 
of the original fund cite authorization. 

 
If the person traveling on NPS money does not file his or her voucher on a 
timely basis, it is up to the department to follow up with the other command.   
 
Cancelling an outgoing fund cite: 
 
The appropriate Comptroller analyst should be notified of the cancellation by  
email.  The cancelled Fund Cite Authorization Form should be faxed to the  
analyst as well. 

 
Incoming fund cites (another DoD entity is paying for travel for NPS 
personnel.  This could be any of the four services.) 
 

1. The traveler should inform the travel arranger of the upcoming travel to 
be paid by fund cite from a DoD activity  

 
2. Once the fund cite documentation from the other command has arrived, a 

Travel Request Form should be completed by the traveler.  Instead of a 
job order number, the words ‘Pending Fund Cite’ should be inserted.  The 
completed form should be sent to SATO so the arrangements can be 
made. 

 
If the fund cite is from the Army, Air Force or other DoD, and the traveler has 
a government credit card, the airline ticket must be charged to the 
individual’s card.  If this is the case, it must be specified in the orders in the 
Remarks section/Standard comments that the traveler is authorized to be 
reimbursed for the airline ticket. 
 



Fund Cite SOP 

3 of 3                                                                                                                   10/24/2002 

If the traveler does not have a government credit card, then the ticket can be 
billed to the NPS master billing account. 

 
3. The travel arranger should complete either:  Temporary Additional Duty 

Travel Orders (Form 1320) or Request and Authorization for TDY Travel of 
DoD Personnel (From 1610).  Form 1320 applies to uniformed personnel, 
and Form 1610 to DoD civilians.  See Attachments 3 and 4.   

   
    The orders (either 1320 or 1610) should be signed by the department 
chair or director if for a civilian, or by the Shared Service Travel Office (SSTO) 
if for a student. 
 
4. SATO will make reservations and send an itinerary back to the arranger or 

traveler for approval (as directed).  SATO should be notified of any 
needed changes, and then the corrected itinerary will be re-sent to the 
arranger or traveler.  This process will continue, as necessary, until the 
itinerary is correct. 

5. After the orders (Form 1320 or 1610) have been approved, they should be 
faxed to PSD – Transportation.  PSD will authorize SATO to issue the 
tickets. Check with PSD to find out when the tickets are ready; the original 
ITO should be brought to PSD when picking up the tickets. 

 
Cancelling an incoming fund cite: 
 
The travel arranger should inform SATO of the cancellation, and return tickets 

to PSD – Transportation.  The other command should also be notified. 
  
If there are changes to the cost of travel on a fund cite, and they have 
been issued on a ‘Cost Not to Exceed’ basis, the fund cite must be 
amended and sent through the entire approval process again. 
 
If there are changes to the cost of travel on a fund cite, and they have 
NOT been issued on a ‘Cost Not to Exceed’ basis, the fund cite must be 
amended and sent through the entire approval process again only if the 
additional cost is more than $300.  If the additional cost is less than $300, 
the original fund cite is good. 
 



 Travel Office Phone #: 831-656-2041/3637;  Fax #: 831-656-4160 Email: Travel @nps.navy.mil 

PSDMTRY 4650/1 Rev (10/01) 

 
Travel Request Form 

Privacy Act Statemeent: The authority to request this information is contained in 5 USC 522 Department regulations.  This information will be used to assist officials and employees of the Department of the Navy in arranging passenger 
transportation.  Completion of the form is mandatory except for SSN (SSN is mandatory for overseas travel).  Failure to provide required information may result in delay of a response or disapproval of the request. 

Name of Traveler: Last, First, MI Rank/Rate SSN Office Phone Office Fax Home Phone 
(Requested by Airline) 

                                    
 

Invitational Traveler Only 
Business Address Business Phone Home Address Home Phone 
                        
                        

Per Public Law 104-134 all federal government payments must be paid via Electronic Funds Transfer (EFT).   
Travelers must complete the PSDMTRY 7200/6 (Rev 11/98) in order to receive payment. 
 
 

Activity Location Visiting: ______________________________________ 
 

Itinerary:  
    Traveling alone  Traveling With                 
 

Departure Date Departure Time Departure City Arrival Time Arrival City 
                              

                              

                              

                              

Note about Air Reservations:  Navy contract requires use of GSA Contract Carriers per the Federal Travel Directory.  
Under the Terms of the contract the government has guaranteed the airline name in the contract all Federal Travel 
between your origin and destination.  You are advised that having the ticket reissued on another carrier for personal 
preferences or convenience is prohibited.  If necessary to change airlines as a result of a flight cancellation or changes 
to travel requirements, a statement to the reason should be included on the travel voucher (claim). 
 
Lodging Request 

Check-in Date Check-out Date Name of Hotel or BOQ/BEQ City/Location 
                        
                        
                        

                        

BOQ Requires Activity Name/Contact Name and Rank:         
 
Credit Card Number (Required)_____________________________ 
 
Rental Car 

Pick up Date/Time Return Date City or Airport of Pick-Up 
                  
                  

                  
                  

Note about Rental Car Reservation:  Companies with which MTMC has negotiated special DoD/Govt car rental rates 
will be used to the exclusion of all others.  Navy contract requires use of the lowest available rate. 

Requires Justification and Size for vehicles larger than Compact:       
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PSDMTRY 4650/1 Rev (10/01) 
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   Travel Job Order Number/Label   
   ITO & Fund Site Require Tango Number  
   Labor Job Order Number/Label  

  
Purpose:  
  

 
Requirements:  
Annual leave from/to:       
Miscellaneous Expenses:       
 

Registration Fee :$      Registration (if included in fees) 
 Meals (B, L, D) Meal dates 
     
If Registration Includes Meals Identify   
Meals: B-Breakfast   L-Lunch   D-Dinner   
   

 
 
 

If Visitor Request Clearance Required: 
Name of person Visiting:      
Dates of Clearance:       
Telephone Number     Fax Number:       
Complete Address of Where Clearance is to be sent:       
Reason for Visits (If Different from TDY Purpose):      
 

 
 
 
 
 
 
 
ITO’s Only: 
 
Travel Arranger: Name: ___________________________Email address:________________________________ 
 
             Phone: ___________________________                 Fax:_________________________________   
 
Date SATO faxed:        ___________________________ 
 
 
SATO:  Please fax completed itinerary/estimate to:   
 
  Name: ___________________________________ 
 
  Email: ___________________________________ 
 
Comments/Additional Information:      



To: 

SSN#

N6227103TO JON

Fax:

To: Dates:

Travel  PD Misc.

Object class BU Cont 
Number

Sub-
Allot #

Authorized 
Acctg 

Type

AA17 3 1804 210 62271 0 0 68892 2D O 62271 3 0 E00000

Name & Title:

Justification:

Standard Doc #:

Name & Location of Activity 
Issuing Invitation

Authorizations:

You are invited to proceed 
from:

Size of Rental Car Authorized:

2. Per reference (a), it is the responsilbility of the Commanding Officer (or his designated representative) to insure the traveler is 
notified in the travel orders of the requirement to submit a claim to the appropriate command office within 5 calendar days after 
return to duty and to insure that traveler complies with those instructions.

Total Estimated Cost 

Appropriation Symbol and Sub-
Head

Cost Code

 $                                                                                                                                                                            -   

Remarks: Attach a copy of this funding to your travel orders.

Property 
Acctg 

Naval Postgraduate School

From: Superintendent Naval Postgraduate School

Phone (comm. & DSN):

Signature                                  Comptroller Only
(For the Secretary of the Navy)

Subj: FUND CITE AUTHORIZATION FOR MILITARY MEMBER
Ref.   (a)  DOD FMR, Vol. 9
         (b) Travel Re-engineering Implemetation Memorandum #11

1. You are hereby authorized to cite the following accounting data for the official travel of:

Purpose of Trip:

Home or Business Address:

POC for Travel Arrangement & 
Travel Claim 

POC for this document is:

Signature
Title

Accounting Information (complete white boxes only)

______________________________________ ____________________________________

______________ Funds Reviewer (ASA or SPFA)

3. Per reference (b), it is the responsibility of the traveler to submit his/her travel claim complete with appropriate documentation 
for disbursement within 5 calendar days of return from travel. Travel claim is to be processed at your local command and a copy of 
the voucher summary to be sent to:



(6 SYM)

AUTHORIZED
ACCTG ACTY

18.

17. FISCAL DATA ACCOUNTING CLASSIFICATION

APPROPRIATION
SYMBOL AND SUB-HEAD

ESTIMATED COST

25.  COPY TO:  (Include Operating Budget/fund manager in all cases)  

$  $  $  

COST CODEPROPERTY
ACCTG ACTY

TEMPORARY ADDITIONAL DUTY (TEMADD) TRAVEL ORDERS

1.  FROM 2.  STANDARD DOCUMENT NO.

3.  TO:

7.  REF: (A)

4.  TANGO NO.

5.  SSN/DESIGNATOR

6.  DATE

8.

9.  PROCEED ON OR ABOUT 10.  AUTHORIZED PROCEED ON OR
        ABOUT  

11.  APPROXIMATE NUMBER OF
        DAYS  

12.  ESTIMATED DATE OF RETURN

INDIVIDUAL
TRAVEL

GROUP
TRAVEL

13.  ITINERARY  (Activity/activities and Place/places indicated below) 14.
TEMADD TEMADDCON TEMADDINS

15.  REASON FOR TRAVEL:

16. AUTHORIZED VISIT SUCH ADDITIONAL
PLACES AS MAY BE NECESSARY

OBJECT
CLASS

BU CONT
NUMBER

SUB-ALLOT
NUMBER

TYPE

(1) (2) (3) (4) (5) (6) (7) (8) (9)

(7 SYM) (4 SYM) (3 SYM) (5 SYM) (1 SYM) (2 SYM) (6 SYM) (12 SYM)

19.  CUSTOMER IDENTIFICATION CODE

$   
20.  ITEM: (Use applicable item numbers as shown on reverse side of this form)

"Report to a Disbursing Officer within 10 days after completion of travel to settle your travel expenses."

21.  ADDITIONAL COMMENTS AND INSTRUCTIONS:

23.  AUTHENTICATING SIGNATURE

22.  SECURITY CLEARANCE:
IT IS CERTIFIED THAT YOU
HOLD A

BASED
COMPLETED
BY

(PLUS
YEARS SERVICE)

24.  TRANSPORTATION REQUEST/MAC TRANSPORTATION AUTHORIZATION FURNISHED:

NAVPERS 1320/16 (Rev. 11-87)    S/N 0106-LF-013-2082

TRANSPORTATION PER DIEM MISC. ESP. TOTAL



1.  Obtain appropriate immunization in accordance with
NAVMEDCOM DIRECTIVE 6230 series.
2.  NATO travel orders for travel in NATO countries are
attached.  (BUPERSINST 1320.6 series.)
*3.  Command delivering orders comply with
MILPERSMAN Article 6650250.
4.  This permissive travel authorization is issued
with the understanding that you will not be entitled
to reimbursement for any travel, transportation, per
diem or miscellaneous expenses in connection with
its execution.  If you do not desire to bear these expenses
personally, you may choose not to execute this permissive
travel authorization and it will be considered cancelled.
5.  Authorized (A) omit, revisit, or vary places
mentioned in itinerary, (B) omit places mentioned in
itinerary, (c) revisit places mentioned in itinerary, (D)
vary itinerary as necessary.
6.  Upon completion return present duty station and
resume regular duties.
7.  Upon completion (A) return to place indicated and
resume temporary duty, (B) return to place indicated and
resume leave status, (C) return to place indicated and
resume TEMADD.
8.  Upon completion resume regular duties.
9.  Obtain certification of nonavailability of
(A) government quarters, (B) government mess,
in accordance with JFTR Chap. 4, Part E, Open
mess, for travel to areas in JFTR. Vol. 1>Appendix B.
10.  Utilization of (A) government quarters (B)
government mess (C) government quarters and mess, is
not required as it is considered such utilization would
adversely affect performance of assigned duty.  "THIS
STATEMENT SHALL NOT BE MADE A PART OF
ORDERS UNLESS THE ORDERWRITER IS
FURNISHED A FULL JUSTIFICATION AS TO THE
REASON WHY UTILIZATION OF GOVERNMENT
FACILITIES WOULD ADVERSELY AFFECT THE
ASSIGNED DUTIES."
11.  Reimbursement in accordance with JFTR, Volume
1, Chapters 3 and 4, as applicable.
12.  Report by message, in person, or other means to
NAVATT or such command specified, giving your
address and itinerary while in their area.  Indicate on
original orders date and method of reporting.
13.  Apply for no-fee passport in accordance with
NAVMILPERSCOMINST 4650.2.
14.  Travel via Government aircraft authorized inside
CONUS where available.
15.  Use of GTR directed inside CONUS.  Contact
servicing PERSUPPDET in order to obtain reservation
and ticketing service.
16.  Use of government/government procured air
transportation directed outside CONUS.  Travel will be
arranged by the appropriate Navy Passenger
Transportation Office (NAVPTO) or Passenger Control
Point (PCP), in accordance with
NAVMILPERSCOMINST 4650.2.
17.   ______ (Indicate number) pieces of excess baggage
authorized for air travel (A) inside CONUS,  (B) outside
CONUS, (C) inside and outside CONUS.  For air travel
Free Baggage is two pieces of checked baggage, each
piece not to exceed 62 linear inches nor 70 lbs. each and
one carry-on bag not to exceed 45 linear inches.
18.  Authorized transportation furnished by foreign
government.  Provisions of JFTR, paragraph U3115-D
apply for reimbursement.

*  For compliance of CO or command specified.

ORDERS SUPPLEMENTARY ITEMS
(TEMPORARY ADDITIONAL DUTY ORDERS)

(TO BE CONSIDERED AN INTEGRAL PART OF BASIC ORDERS)

19.  Authorized travel via POC for the official distance
(A) as advantageous to the Government with
reimbursement in accordance with JFTR, paragraph
U3305-A1, (B) but not as advantageous to the
Government with reimbursement in accordance with
JFTR, paragraph U3310-A1.  (NOTE:  POC TRAVEL
CANNOT BE DIRECTED).
20.  Travel via Government vehicle (A) authorized, (B)
directed where available.
21.  Registration fee of $ ____________ (amount) authorized in
connection with this meeting.
22.  Funds not to exceed $ ___________ (amount) for expenses
of attendance at meeting were approved _______________ (date
indicated) on Form NAVSO 12000/2 by  ___________________      
(authority indicated) as designee of SECNAV for this
purpose, by authority of SECNAVINST 4651.8 series.
23.  Authorized to wear civilian clothes in proper
performance of this temporary additional duty.
24.  Member hereby designated as official courier.
Comply with OPNAVINST 5510.1 series.
25.  Subject travel was necessary at this time and length
of time consumed in administrative channels prevented
written orders from being issued prior to your departure.
26.  Provided no excess leave involved, authorized to
delay __________ (number of days or until date specified)

after reporting at TEMADD station(s).  Delay to count as
leave.  Keep duty station advised of address.  If you avail
yourself of this leave, indicate on original orders date and
hour TEMADD commenced and was completed.
27.  If you avail yourself of this leave obtain
endorsement from each TEMADD point as to
transportation which would have been available in
reporting to next TEMADD point, or in returning to duty
station via shortest usually traveled route, giving dates
and hours of departure and arrival.  You are authorized to
visit countries specified in a leave status.  Comply with
encl (2) of BUPERSINST 1050.11 series.
28.  In accordance with JFTR, paragraphs U4102
(as applicable), no per diem is authorized in execution of
these orders for travel within the metropolitan area of
_____________________________(specify location).  (FOR
EXCEPTIONS, see JFTR, paragraphs U4102.
29.  Disbursing officer making payment on these orders
forward a copy of orders with copy of paid travel
voucher to ________________ (command specified.)
30.  Under circumstances not permitting travel by the
usual means, authorized FOR OFFICIAL USE ONLY the
use of taxicabs (A) to and from carrier terminal, in
accordance with JFTR, paragraph U3410 (B) in the
temporary additional duty station area, in accordance with
JFTR, paragraph U3510.
31.  Rental car authorized.  Contact servicing
PERSUPPDET to obtain special rate MTMC lowest cost
rental car, FOR OFFICIAL USE ONLY, in accordance
with JFTR, paragraph U3415.  "UTILIZE PERSONAL
FUNDS FOR RENTAL CAR.  SUBMIT RECEIPTS
WITH TRAVEL CLAIM FOR APPROPRIATE
REIMBURSEMENT."

(A) in reporting to TEMADD station
(B) in returning to regular duty station
(C) any portion of which may be taken prior to or



OTHER RATE OF PER DIEM (Specify)      

13.                   

22. TRAVEL ORDER NUMBER

RATE PER MILE:   

PRIVATELY OWNED CONVEYANCE (Check one)

1. DATE OF 
    REQUEST

MODE OF TRANSPORTATION

20. ORDER AUTHORIZING OFFICIAL (Title and signature)  OR AUTHENTICATION

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL
(Reference: Joint Travel Regulations)

Travel Authorized as Indicated in Items 2 through 21.

ESTIMATED COST14.

2. NAME (Last, First, Middle Initial)  
REQUEST FOR OFFICIAL TRAVEL

3. POSITION TITLE AND GRADE OR RATING

4. OFFICIAL STATION 5. ORGANIZATIONAL ELEMENT 6. PHONE NO.

7. TYPE OF ORDERS 8. SECURITY CLEARANCE

10a. APPROX. NO. OF DAYS OF
        TDY (Including travel time)

b. PROCEED O/A (Date)

9. PURPOSE OF TDY

11. ITINERARY VARIATION AUTHORIZED

COMMERCIAL GOVERNMENT
RAIL AIR BUS SHIP AIR VEHICLE SHIP

AS DETERMINED BY APPROPRIATE TRANSPORTATION 
OFFICER (Overseas Travel only)

MORE ADVANTAGEOUS TO GOVERNMENT
MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO
CONSTRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &
RELATED PER DIEM AS DETERMINED IN JTR.  TRAVEL TIME LIMITED
AS INDICATED IN JTR.

12.

15. ADVANCE
      AUTHORIZEDPER DIEM

 $  

TRAVEL

 $  

OTHER

 $  $  
16. REMARKS  (Use this space for special requirements, leave, superior or 1st-class accomodations, excess baggage, registration fees, etc.)

17. REQUESTING OFFICIAL (Title and signature) 18. APPROVING OFFICIAL (Title and signature)

AUTHORIZATION

1
9
. 
A

C
C

T
G

. 
  
 

C
IT

A
T
IO

N

21. DATE ISSUED

DD   
  

FORM
1 JUN 67

S / N  0102-LF-016-7702

APPROPRIATION
AND

SUBHEAD

OBJECT
CLASS

BUREAU
CONTROL
NUMBER

SUB-
AUTH

AUTHORIZATION
ACCOUNTING

ACTIVITY
TYPE

TRAVEL ORDER
(Tango)  NO. COST CODE

NAVY OVERPRINT - JAN. 1971

TOTAL

 $  

1610  
  

PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.




